
Project Request  
Communications Department (Graphics & Printing)

Today’s Date _______________

Graphics This Side Only (Printing On Back)
Project Name:

Project Details:
Ministry Name:__________________________________________________________________________________
Contact: _____________________________________ Email & Phone: ____________________________________
Deadline: ____________________________________ Budget: ___________________________________________
Goal(s):
This information will be used at the beginning of the project to determine necessary tools. At the end of this 
project, this information will be used to evaluate the process and identify areas of improvement and success.
To be successful, this project must: (explain goal in measurable terms) ___________________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
________________________________________________________________________________________
Concept/Theme/Big Idea/More Details

What ideas do you or your team have in mind? What will make your project original, relevant and memorable? Why 
should someone participate? The more you tell us, the better we understand. _______________________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
_____________________________________________________________________________
Who is your audience? Who do you want to reach? _____________________________________________________
_______________________________________________________________________________________________
___________________________________________________________________________________________
Which part(s) of Oasis Church’s purpose will this project fulfill (Worship, Community, Mission)?__________________
_______________________________________________________________________________________________
_______________________________________________________________________________________________
__________________________________________________________________________________________
Verse(s), key and favorite related to the event? _________________________________________________________
_______________________________________________________________________________________________
_____________________________________________________________________________________________
Content

Submitting content is crucial to the success of this project. Attach everything you have (using the checklist below 
as your guide). Refer to your project name on all pieces.

Text          Xerox copy          Logo          Art          Photography          Email          CD          Other

For Printing needs, please see reverse side.



Communications Department
Jenn Collins, Communications Director
954-433-4838, x215
jennc@visitoasis.org

Date Received: _______________
Date Completed: _______________
Dept/Account: _________________

Invoice Amount: $________________

PRINTING
Printing Specs

In-house Printing:
Full color (Canon)          Black & White

Outsourced Printing:
	 Market Place Business Center (small projects: 
	 promotional cards, business cards, etc)
	 Synergy (off-set printing, large projects)
	 Other (include name, phone # and/or email): 
	 ____________________________________
	 ____________________________________
	 ____________________________________
Due Date: __________________________
Budget: ____________________________
Special Instructions/Comments:
_______________________________________________
_______________________________________________
_______________________________________________
_______________________________________________
_______________________________________________

Design

In-house          Outside
DESIGNED BY:
_______________________________________________
PHONE: ________________________________________
COST: _________________________________________
File Name & Location: ____________________________
_______________________________________________
File Type: _______________________________________
Fonts: _________________________________________
_______________________________________________
Writing Needed:     Yes          No
Writer: _________________________________________
What is the MAIN IDEA: ___________________________
_______________________________________________
_________________________________________________
_________________________________________________

Printing Details

Flat Size: __________ Finish Size: __________
1/1     2/2     4/1     4/4     4/0     Other: ___________
UV Coating (glossy)          No UV (matte)
Paper stock: _____________________
Quantity: _______________________
Additional Information: ___________________________
_______________________________________________
Shipping:     Deliver to Oasis     Bulk Mail (mail by______)

Promotional Options 
(Select from the following, nothing is guaran-
teed)
Bulletin Blurb          Insert          Web         Guy’s Weekly 

Email          In-Service Announcement          Posters         

Targeted Email          Other: ________________________

Notes:
___________________________________
___________________________________
__________________________________________________________
__________________________________________________________
___________________________________
___________________________________
____________________________________________
____________________________________________
___________________________________
___________________________________
________________________________________
________________________________________
___________________________________
___________________________________
______________________________________________
_____________________________________________ 
___________________________________
___________________________________
___________________________________


